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CLASSIFICATION SPECIFICATION

TITLE: PRINCIPAL ACCOUNTANT

DEFINITION 

Under general direction, to perform advanced professional accounting work in maintaining the general ledger and

in the performance of various complex analytical work; to supervise administrative support staff and professional

accounting personnel; and to do related work as required.

DISTINGUISHING CHARACTERISTICS

The w ork of th is class re quires the  application  of profes sional ac counting  techniqu es to a va riety of problem s. 

Incum bents in th is class m ust be ab le to exerc ise cons iderable ju dgem ent in allocatin g charg es and  credits to

proper a ccoun ts, prepa re stand ard spe cial financia l reports an d poss ess stro ng pers onal com puter sk ills. 

Incu mb ents  exer cise  indep endent ju dgeme nt in the inte rpre tation  of pro cedures  and r egu lations.  W ork n orm ally

involv es supe rvisio n of c lerica l and p rofessional ac counting  pers onnel.

REPORTS TO: Accounting Manager/Controller or Development Fiscal Manager

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction form the Accounting Manager/Controller or Development Fiscal Manager.  Exercises

general s upe rvisio n ove r prof ess ional a nd ad min istrat ive su pport per sonnel.

EXAMPLES OF DUTIES  

Typical duties may include, but are not limited to, the following:

• Examine accounts and records for proper authorizations, certifications and distribution of charges.

• Supervise control over general and subsidiary ledger controls.

• Review and verify journal and ledger entries and trial balances.

• Inspect accounting system to determine efficiency and protective value.

• Develop and maintain internal controls.

• Review records pertaining to inventory and fixed assets such as equipment and buildings to determine

effective utilization.

• Analyze da ta obtaine d for defic iencies in c ontrol, dup lication of eff ort, extrava gance  or lack o f com pliance w ith

established policies and procedures.

• Prepare reports of findings and recommendations.

• Instruct and advise on preparation of financial statements and other related records and reports.

• Conduct special investigations/projects as assigned.

• Work with outside auditors to insure reports reflect the proper financial condition of the City or Redevelopment

Age ncy.

• Prepare federal and state grant reports.



• Review and perform various reconciliations.

• Perform internal operational audits as needed.

• Coordinate audit related activities with other City departments, divisions and sections and outside agencies.

• Submit, coordinate and recommend changes to information systems as required to meet federal, state and

municipal requirements.

• Supervise, train and evaluate subordinates as assigned.

QUALIFICATIONS

Know ledge of:  

• Governmental accounting and its application to municipal accounting.

• Principles of financial administration, including budgeting and reporting.

• Thorough knowledge of informational systems used for accounting and the internal controls required.

• Principles and techniques of systems development and program planning.

• Principles  and pra ctices of  organization s and p ersonn el man agem ent.

• Comp uter software applications used to create spreads heets and analyze data in database form .

Ability to:  

• Analyze and evaluate accounting and auditing problems.

• Analyze financial accounting and reports.

• Develop accounting and related data in the preparation of reports and analyses.

• Detect and explain account irregularities and to recommend effective corrective measures.

• Perform original work in the development and modification of accounting systems.

• Comm unicate clearly and concisely, orally and in writing.

• Operate a personal computer using database and spread sheet programs; perform limited program

modifications to adapt software to varying applications.

• Supervise, train and evaluate subordinates as assigned.

Education and Experience: 

Any com binat ion of  expe rienc e and  educ ation  that w ould lik ely pro vide th e req uired  kno wledge an d abilitie s is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: A Bachelor’s Degree from an accredited college or university with major course work in     

                                 accounting.

Experience: Five years of experience in professional accounting, preferably including two years in a

supervis ory ca pac ity.

MEDICAL CATEGORY:    Group 1
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NECESSARY SPECIAL REQUIREMENT

Possession of an appropriate, valid class “C” California Motor Vehicle Operator’s License.

CAREER ADVANCEMENT OPPORT UNITIES

FROM: Principal Accountant

TO: Accounting Manager/Controller

Development Fiscal Manager


